OPERATIONAL SERVICES DIVISION

Job Aid:
How Organization Administrators Assign Commodity Codes to Purchasers

This Job Aid shows how to:
¢ Assign and maintain Commodity Codes for Purchasers in your Organization

Of Special Note:

The Assignment of Commodity Codes to Purchasers allows specific UNSPSC commodity code mapping to individual
purchasers. Once enabled, documents containing these UNSPSC codes will be directly routed to these designated
buyers in your organization. Once setup, COMMBUYS reads the codes entered on the requisitions, purchase orders
and/or bids and automatically routes them to assigned buyers. The operation is transparent to the user.

Screenshot Directions

entering the URL

C@ M M B UYS (https://www.commbuys.com/bso/) into the
Browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of . . .

Massachusetis’ Executive Departments, COMMBUYS affers free ntornet based acoess to al Log in using your Login ID and password.
public procurement information posted here in order to promote transparency, increase

competition, and achieve best walue for Massachusetts taxpayers.

COPMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUYES support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUYE@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3157

e Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering.

— Complete Registration
Complete registration here to begin using COMMBUY'S.
endors, please read this disclaimer prior to completing registration

e Open Bids

Browrse open bid opportunities.
< Active Contracts

Browse active Contracts/Blankets.
-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

e Registered Vendor Search
Search for registered vendors.

Login 1D:

Fassword:

Forgot your password?
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Screenshot Directions
Administrator Home 2. This image displays the home page of an

Organizational Administrator on the
e ;ﬁm:u"“:”:.,mm:m Department/Approval/Users tab, which is the
s o 4 sdon e default view upon logon to COMMBUYS.

Configure Approval Settings
This section is used to configure system settings for
approval path maintenance

Click on the icon Maintain Assignment of
Commodity Codes to Purchasers.

&l

Waintain Agency Approval Paths
This section is used to administar agency approval paths

Waintain Agency Users
This section is used to mairtain agency users

g

Maintzin Assignment of Commodity-EPPs to
Purchasers

This section is used to administer the association of
purchasers with commodiy codes

&l

Maintain Document Attachment Repository
This section i used to maintain fles in the document
attachment rapository
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3. The Maintain Assignment of Commodity-
EPPs to Purchasers is where you select the
buyer (purchaser) you wish to assign
commaodity codes to:

e Default (Catch-all) Purchaser: if no
default purchaser is assigned at either the

aintain Assignment of Commodity-EPPs to Purchasers department or commodity levels, this user

Fields marked with an asterisk (*) are required. will catch all “black hole” documents
Select a defaut catch-all) purchaser select- - e Purchaser to assign codes to: is the
Select purchaser to assign codss to: select~ - buyer that will be assigned the selected
UNSPSC codes
Fier Cocos by Categery el T e Filter Code by Category: dropdown
Filer Godes by Segment ey - select - T menu to select UNSPSC codes based on
Available Commodity-EPPs: Assigned Commodity-EPPs: category description
s | igiit ¢ Filter Code by Segment-Family:
BBt dropdown menu to select UNSPSC codes
g i based on segment family.
LDE [Sie ¢ Available Commodity Codes: shows the

P secaconme [ sacaew )| RetAl | GobalRepace ] codes available from the selected
segment-family.
o Assigned Commodity Codes: shows the
codes assigned from the selected
segment-family once moved right

To select various commodity codes, double
click and they will move to the Assigned
Commodity Codes (on the right side.)

To remove the codes from the Assigned box,
simply double click them on the right side and
they will move back to the left side.
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Screenshot Directions

Maintain Assignment of Commodity-EPPs to Purchasers
Fields marked with an asterisk (*) are required.

4. Shown here is a sample of what a finished

assignment could look like.
Select a defaul (catch-al) purchaser Kimberly McPhail — ~
Select purchaser to assign codes to Renee Ranger M Ensure you Save and Exit
Fiter Codes by Category: Paper Materials and Products v
Fitter Codes by Segment-Famiy:

14-11- Paper products -

Available Commedity-EPPs:

Assigned Commodity-EPPs:

move allright >

14-11-15- Printing and writing paper

141116~ Novelty paper
14-11-17- Personal paper products

14-11-18 - Business use papers

mave allleft<

ResetAl || GobalRepace || Exit I
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